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8. Da ia  of Sari- 
Earliest Latest 

1972 I P r e s e n t  

9.' Records Sari- Title (foflowsd by title ursd in office; if different) 

Genera l  Manager 's  C o n f i d e n t i a l  Records Series 

- - --__ 
1 Record Series Descrimon This file contains the followinq documents (mclud. form numbersand tttles. if m y ) :  

Attach samples of the file. 

Documents relating l o  c o n f i d e n t i a l  records created and/or  responded t o  d u r i n g  t h e  
day-to-day o p e r a t i o n  of t h e  Genera l  Manager 's  O f f i c e .  

l n c l ~ ~ a r e :  Correspondence,  m e m o s ,  and direct ives  which are deemed c o n f i d e n t i a l  
i n  t h a t  i n d i v i d u a l  employees are n o t e d  and/or  l ega l  conce rns  are addressed. 

File arranged: A l p h a b e t i c a l l y  by sub]  ect  , by y e a r .  

Y 
One to six months old 

twenty.live months and older ? 

3 Annual Rate of Accumulation of Records 

Letter-size drawers A: Lagal.sire drawers 

1 Seven to rmlve months old , Thirteen to tvnenty-four months old 

, S h 8 l V a  - ; Othw lspecifvl 

3012 13761 
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NO I 14. Ouestionnaire (Place an " X i  in the proper column) 

a. Is this the official copy bf the sorim? 

,i 

I 
- 

- - --I_-----__--I--___.~_ 
16. Approved Dispositton Instructions This Wncv  recommends that the f i le ~ i e s  IIO CUI of f  at the end of ench: 

scheduled separaiely! . .  
,~ 

1. Is the information contamed in thcs series wer published? If  yes, attach copy. 

--- B. Is the inlormetion contained in thiw Wies war andvzd andlor recorded in a summarized report? 

X If vm, attech COPY. 

h. I s  there a duplication of this series in vwr  office, 01 in another office or agency? 

i. 
_)r If yes, where? 
X 
X 

Is this series lor a major (portion of id regularly microfilmed? 

i .  Does the record series r&lt in a computer ~ printout? 

etention Requirements The following requires the series to be kept: 

, 
d. Audit pari+ years. 

Permanent  years, 
a. State Law years. 

b. Statute of limitation - yews. e. Administrativa n+ 

c. Federal law viais: 
- .  

1. Federal retention instructions . ~ years. 

Attach CODY or excert of l a m  or regulations. ExDlaln administrative need. 

-2 Hold in the current files area - month(d , -I vearfs): than 

0 Transfer to local holding area; hold 
a Transfer to%%Jcords Center; hold 26 yearfsl; than 

q, Trpnsfcr to State Archives l6r permanent retention. 

0 Other / S p . o / y l  

veerkl; then 

Destrov. 

Thew, instruction$ apply to al l  prior mil future ,oi:cumuIataons 01 ~ l t v  IPI,I.< 


